TALBOT COUNTY
EMPLOYEE HANDBOOK

MISSION STATEMENT




The Talbot County government is committed to primgdhe best possible service to the citizens
who have given us their public trust. The Countiyyss to preserve the rural and agricultural
character of the area, while promoting economictigament and protecting the environment

and natural resources so that the special qudllitieave enjoy remains intact.



INTRODUCTION

This handbook is intended to familiarize employ&iis Talbot County Government (hereinafter
referred to as “County”) and provide a general usid@ding of the personnel policies of the
County, including information about working condits, employee benefits and some of the
policies affecting your employment. However, edepartment within the County Government
is unique and may have its own established ruldsegulations, therefore, some departmental
policies must be adhered to and may supersede €palty. Employees are encouraged to
become familiar with the contents of this handbdokit will answer many common questions
concerning employment with the County. You shaelad, understand, and comply with all
provisions of the handbook. It describes manyaifryresponsibilities as an employee and
outlines the programs developed by the County teefieemployees. It is hoped that the
handbook can enhance a working environment thatorsducive to both personal and

professional growth for employees of the County.

No employee handbook can anticipate every circumstar situation, nor answer every question
about employment or policy. If more detailed omgdete information is needed regarding any
policy described in this handbook, please contawt gupervisor or the Administrative Services

Office (hereinafter referred to as “AdministratiServices”.)

THE HANDBOOK IS FOR REFERENCE PURPOSES ONLY. IT IS NOT AN
EMPLOYMENT CONTRACT AND IS NOT INTENDED TO CREATE
CONTRACTUAL OBLIGATIONS OF ANY KIND.

In order to retain necessary flexibility in thenadistration of policies and procedures, the
County reserves the right to change, revise, supgé, rescind or eliminate any policies or
portion of the handbook and/or benefits describadis handbook, as the need may arise and as

it deems appropriate, in its sole and absolutaelien without notification to employees. The



only exception to discretionary change is our ermymplent “at will” policy, which permits you or

the County to terminate your employment for angogeat any time, providing such termination
is in accordance with applicable federal, statécal laws or regulations. The only recognized
deviations from the stated policies are those ai#bd and adopted by the County Council.

Employees will, of course, be notified of such dpasito the handbook as they occur.

This handbook supersedes any previous handbookemior unwritten policy, and any past
practices; and said handbook, policy and practicesot retroactive to the effective date of this

handbook.

The handbook cannot be expected to provide andwergery question or concern that may
arise. Questions regarding any County policy sthbel addressed to your department head or
Administrative Services. Good communication is italvfactor in the success of any
organization. We want you to know that we are gbnavailable to listen to your questions and

will respond in an appropriate and expeditious neann

The Talbot County Council considers its employeebd its most valuable resource and is
committed to supporting their efforts in performanaf job responsibilities. The Council
believes that this philosophy empowers its emplsye@ffer outstanding customer service to

the citizens of Talbot County.

R. Andrew Hollis
County Manager

September 28, 1999



ABOUT TALBOT COUNTY

Talbot County, Maryland was established during Aozés colonial period as an agricultural and
shipbuilding center on Maryland's Eastern Shorge County has more than 600 miles of tidal
shoreline and is approximately 166,000 acres i@. sithe population of Talbot County is
approximately 35,000, increasing at about 1% par.y&he County has five incorporated
municipalities (Easton, St. Michaels, Oxford, Trapand Queen Anne), which have their own

elected governments, independent from the Countgrgonent.

The County government is chartered by the Genesaksbly of Maryland for "home rule”,
which means the County can enact many of its ownlagions without approval from the
Maryland state government. Talbot County is gogdrny the County Council, which consists
of five at large members who are elected for 4-year-staggered terms. It is the Council's

responsibility to enact local laws and establishpblicies by which the County operates.

Nearly 300 employees work for the County, whicllirected by the County Manager. Most
County departments and agencies are located Basin area, though the public properties of
the County are located throughout the County, oholy roads, public landings, sanitary

facilities, park facilities, and schools.

The County provides a wide variety of servicedMierpublic, including emergency medical and
disaster assistance, roads maintenance, wastevestenent, library services and recreational
activities and programs, public safety and headtirises, solid waste disposal and recycling.
The County also manages several public facilitetuding the Community Center, the Hog
Neck Golf Course, the George P. Murphy Communityl Pand the Easton Airport, which are
all open to the public. Additionally, the Countynainisters many programs to assure the safe
and orderly development and use of the Countyts deual water resources, in order to preserve

the environment for future generations.



EMPLOYMENT

The County strives to maintain a workplace thahprtes fairness, safety, and integrity for all
employees and the citizens served by the Counhe fdllowing policies and procedures are

designed to help achieve this objective:

EMPLOYEE RELATIONS

The working conditions, wages, and benefits the nMBowprovides to its employees are
competitive with those offered by other local enyel® and public service organizations. The
County recognizes the importance of maintaining@gssional and motivational working
environment in order to attract and retain skikedployees who will provide the quality of

service that the public expects and deserves.

Open communication between employees and theimgspes is encouraged. If employees
have concerns about work conditions or compensatimy are encouraged to voice these

concerns openly and directly to their supervisors.

Experience has shown that when employees dealyaedldirectly with supervisors, the work
environment can be excellent, communications carldae, and attitudes can be positive. Itis
believed that the County amply demonstrates itsnsibment to employees by responding

effectively to employee concerns.

EMPLOYMENT APPLICATION

A County employment application form, availablé&dministrative Services must be completed

and submitted by any person, (including currentlegges), applying for an advertised position



with the County. Notices of vacant or newly authed positions are circulated to all County
departments in addition to being advertised togi@eral public. Priority is given to current,
gualified County employees in the hiring procdsss the County's policy to promote qualified

individuals from within the organization as thesfipriority in filling positions.

The County relies upon the accuracy of informatontained in employment applications, as
well as the accuracy of other data presented tim@utghe hiring process and employment. Any
misrepresentations, falsifications, or materialgsins in any of this information may result in
the County's exclusion of the individual from fiethconsideration for employment or if the
person has been hired or is currently employedh&younty, termination of employment. As
part of the pre-employment hiring process all pexsipe candidates will be required to undergo

a drug test before a formal offer of employmenthede.

EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advanceéomgportunities to all individuals, County

employment decisions are based on merit, qualiinat and abilities.

The County does not discriminate in employment ojymities or practices on the basis of race,
color, religion, sex, national origin, age, vetestatus, physical or mental handicap or any basis
prohibited by federal, state or local laws. lhis practice and policy of Talbot County to comply
with all applicable federal, state, and local lala@rs and regulations pertaining to employment.
This policy governs all aspects of employment, udotg hiring selection, job assignment,
compensation, promotion, transfers, training progradiscipline, termination of employment,

and all other terms, conditions and privilegesrapyment.

Any employees with questions or concerns aboutygrey/of discrimination in the workplace are



encouraged to bring these issues to the attentittvew immediate supervisor or the Assistant
County Manager. If the supervisor or departmeiaidhs unavailable, non-responsive, or is
involved in the complaint, or the employee belieitesould be inappropriate to contact that
person, the employee should immediately contachfisestant County Manager or, if necessary,
the County Manager. Employees can raise concehsnake reports without fear of reprisal.

Anyone found to be engaging in any type of unlawdigcrimination will be subject to

disciplinary action, up to and including terminatiof employment.

DISABILITY ACCOMMODATION

The County is committed to complying fully with tAenericans with Disabilities Act (ADA)
and ensuring equal opportunity in employment foalified persons with disabilities. All

employment practices and activities are conducted non-discriminatory basis.

The County's hiring procedures may be modifiedctmanmodate the special needs of persons
with disabilities. Upon request, job applicati@ans available in alternative, accessible formats,
as is assistance in completing the applicatione-dPnployment inquiries are only made
regarding an applicant's ability to perform theielbf the position for which an application is

submitted.

Reasonable accommodation is available for disabteployees, where their disability could
affect their function in job performance. All erapinent decisions are based on the merits of
the situation in accordance with defined criteaia;jndividual's disability is not a factor in the

selection process.

County employees with disabilities receive pay atter forms of compensation (or changes in
compensation) equal to non-disabled employees impeaoable positions, as well as equal

consideration in job assignments, classificationganizational structure, position descriptions,



lines of progression, and seniority listing. Leavall types is available to all permanent, full-

time employees on an equal basis.

EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join the County worke are qualified and have a strong
potential to be productive and successful, it es@ounty's policy to contact the employment

references of all applicants.

Responses to inquiries on present or former Coentployees from potential successor
employers are provided by the Assistant County Manaor if necessary, the County Manager.
Written responses will be submitted only to thafenence check inquiries that are submitted in
writing. Responses to such inquiries will confithe dates of employment, wage rates, and
position(s) held. No employment data will be reksh without a written authorization and

release signed by the individual who is the sulpéthe inquiry.

ORIENTATION

Each employee shall receive an orientation packaghle date of hire. This package contains
several informational forms required for completéo submittal to Administrative Services, as
well as general information, including a copy akthandbook. Employees will be asked to
carefully review all items in the orientation pagka Assistance in completing the forms or
guestions on the information provided should beded to the employee's supervisor or the
department head. Specific job training is the oespbility of the supervisor or department head,

and will be coordinated with the Assistant Countg¥dger to assure its successful completion.



PROBATIONARY PERIOD

A six (6) month probationary period is requireddtimew employees and is intended to give the
employees the opportunity to demonstrate theiritgbib achieve a satisfactory level of
performance and to determine whether the new paositieets their expectations. The County
uses this period to evaluate employee capabilittesk habits, and overall performance. Either
the employee or the County may end the employnetationship “at will” at any time during

the probationary period, with or without cause @vance notice.

All new and rehired employees work on a probatigtsis for the first 180 calendar days

(6 months) after the date of hire. Employees wiegaomoted or transferred to a new position
within the County must complete a secondary probatiy period of the same length with each
reassignment to a new position. The County resetie right to extend the employee’s
probationary period for any reason for a specifidqa not to exceed six (6) additional months.

The employee shall be notified in writing of anyensions of the probationary period.

An interim evaluation shall be conducted after agpnately three (3) months of service or

approximately three (3) months after a promoti@madtion or classification change.

A formal performance evaluation shall be conduetgdin two (2) weeks prior to the end of an
employee’s six (6) month probationary period in argw position. If the evaluation is
satisfactory or better, regular full-time employrhstatus in the position will commence. This
period allows the supervisor and employee timescuss the job responsibilities, standards, and

performance requirements of the new position.

In cases of promotion or transfer within the Couaty employee who is not successful in the

new position can be removed from that positiomgitame during the probationary period, upon



recommendation of the department head and appobttad County Manager. If this occurs, the
employee may be allowed to return to his or henfarjob, or to a comparable job, for which the

employee is qualified, contingent on the avail@piif an appropriate position.
Upon satisfactory completion of the initial proloaary period, and upon recommendation of the

department head and approval of the County Manag®sloyees receive the "regular full-time"

employment classification.

EMPLOYEE MEDICAL EXAMINATIONS

To help ensure that employees are able to pertoemduties safely, medical examinations may

be required for certain job classifications.

After an offer has been made to an applicant erdea designated job category, a health
professional of the County’s choice will perforrmadical examination at the County’s expense.
The offer of employment and assignment to dutiesigingent upon satisfactory completion of

the exam.

Information on an employee's medical condition stdry will be kept separate from other
employee information and maintained confidential\zcess to this information will be limited
to the County Manager, the Assistant County Manatgpartment heads as determined by the

County Manager, and other County representativesdemonstrate a legitimate need.

IMMIGRATION LAW COMPLIANCE

The County is committed to employing only Unite@t8s citizens and non-citizens who are
authorized to work in the United States, withowcdimination on the basis of citizenship or

national origin.



As a condition of employment each new employee rooistplete the Employment Eligibility

Verification Form 1-9 and present documentation establishing identity amployment

eligibility. Former employees who are rehired maisib complete the form if they have not
completed an (I-9) with the County within the ptte years, or if their previous (I-9) is no

longer retained or valid.
Employees with questions or seeking more infornmatom immigration law issues are
encouraged to contact Administrative Services. lByges may raise questions or complaints

about immigration law compliance without fear gbnisal.

NON-DISCLOSURE

The protection of confidential information may becassary in certain departments or during
certain projects of the County. Such confidenitidbrmation may pertain to projects and
proposals, for which contracts have not yet beeard@d. All employees may be required to
sign a non-disclosure agreement as a conditiompf@/ment. Employees who improperly use
or disclose confidential information will be subjég disciplinary action, up to and including
termination of employment. In addition, the Countyy initiate legal action against any
employee who discloses confidential informatiorereif the employee did not actually benefit

from the disclosed information.

ETHICS AND CONFLICTS OF INTEREST

Employees have an obligation to perform their duted provide the services of their
employment in an ethical manner and within guidedithat prohibit actual or potential conflicts

of interest. The County's Ethics Ordinance pravigeneral criteria on issues related to the



subject of acceptable standards of conduct in gifopnance. Employees are expected to
review the County’s Ethics Ordinance in its entird must comply with all its requirements.
Employees should contact Administrative Servicassfeecific information concerning the
County's ethics standards and conflict of intezagtria. The County's Ethics Ordinance applies
to all County employees, including: County eleabdfitials, the County Manager, all County
department heads and heads of County agencie$athet County Liquor Board, the Talbot
County Electrical Board, the Talbot County Plagrnommission, and the Talbot County Board

of Appeals.

An actual or potential conflict of interest occuiisen an employee is in a position to influence a
decision that may result in a personal gain fot émaployee or for a relative as a result of the
County's business or service. For the purposdisiopolicy, a relative is any person who is
related by blood or marriage, or whose relationshifth the employee is similar to that of

persons who are related by blood or marriage.

No "presumption of guilt" is created by the merestence of a relationship with clients of the
County. However, if employees have any influencet@nsactions involving purchases,
contracts, or approvals, it is imperative that tlikgclose to Administrative Services the
existence of any actual or potential conflict denest so that safeguards can be established to
protect all parties. Documentation of disclos@reeiquired annually by employees in certain

classifications.

Personal gain may result not only in cases whereraployee or relative has a significant
ownership in a firm with which the County does Imesis, but also when an employee or relative
receives any kickback, bribe, substantial gift,special consideration as a result of any

transaction or business dealings involving the @pun



OUTSIDE EMPLOYMENT

Employees may hold outside jobs as long as theyt theeperformance standards of their
position with the County and the outside positioesinot affect in any manner the employee’s
work schedule with the County. All employees wi# judged by the same performance
standards and will be subject to the County's adihegldemands, regardless of any existing

outside work requirements.

If the County determines that an employee's outsidiék interferes with performance or the
ability to meet the requirements of the Countyles/tare modified from time to time, the
employee may be asked to terminate the outsidecymgint if he or she wishes to remain

employed by the County.

Outside employment that constitutes a conflictmvéliest is prohibited. Employees may not
receive any income or material gain from individualitside the County for materials produced

or services rendered while performing their Coyobs.

Employees working part time for more than fourl{dlrs in one department cannot report or be
scheduled to work for another department withowtirigaa minimum of eight (8) hours off
between assignments. Full time employees canndt part time for any other department

within the County.

HIRING OF RELATIVES

The employment of relatives in the same area ofganization may cause serious conflicts and
problems with favoritism and employee morale. ddition to claims of partiality in treatment at
work, personal conflicts from outside the work eodiment can be carried into day-to-day

working relationships.



Relatives of persons currently employed by the @ouray be hired only if they will not be
working directly for or supervising a relative, a@dunty employees cannot be transferred into

such a reporting relationship.

If the relative relationship is established aftapéoyment, the individuals concerned will decide
who is to be transferred, or terminated from emplent if no openings exist. If the decision is
not made by the employees within thirty (30) cabardhys, the County Manager, in consultation

with the appropriate department head, will makediermination.

If a family relationship exists with the effectidate of this handbook, those employees will be

grandfathered until such a time that one or therathreassigned or terminates employment.

In other cases where a conflict or the potentiat@mflict arises, even if there is no supervisory
relationship involved, the parties may be separdtgdeassignment or terminated from

employment.



BENEFITS

All full-time employees of the County are entitkedhe benefits outlined below. This summary
provides the general guidelines of the County'shepackage. Specific questions regarding

employee benefits should be directed to Administeaervices.

VACATION/ANNUAL LEAVE

Vacation leave, as paid annual leave, is an avaitamnefit for all full-time employees, who are

eligible to earn and/or use vacation time, or ahtesve, as described in this policy.

The amount of paid vacation time, or annual leawgployees receive each year increases with
the length of their time in service as full-time@oyees. Time in service is calculated from the
date of hire, or rehire, as a full-time employPeevious time in service, prior to rehire, does not
contribute to current service time relative todleerued rate of vacation/annual leave. Previous
time in service can be considered for vacation/ahand seniority purposes, as determined by
the County Manager. However, previous servicedorement purposes will be determined in

accordance with the State Retirement/Pension Rlmlelgnes.

Paid vacation/annual time is earned accordinggddhowing schedule:

VACATION/ANNUAL LEAVE EARNING SCHEDULE

Earned Vacation Days

Time In Service MONTHLY EACH YEAR
At the end of 6 months 6 1/2 days*
7 months to 1 year 1.08 days 6 1/2days**

1 through 5 years 1.08 days 3 days



Over 5 years through 15 years 1.50 days 18 days
Over 15 years 1.91 days 23 days*™*

* AFTER SUCCESSFUL COMPLETION OF PROBATION
**1.12 DAYS EARNED ON ANNIVERSARY MONTH
***1.99 DAYS EARNED ON ANNIVERSARY MONTH

Earned vacation/annual leave for every full morfthawvice is credited in advance on the first
day of every month. However, before vacation/ahfegve can be used, an employee must
successfully complete the initial probationary pdriof (6) six months. After that time,
employees can request use of earned vacation/aleaval, including that accrued during the
initial probationary period. Should an employed fa receive a satisfactory or better
performance evaluation during the initial introdurgt period, or extension thereof, and is
released from employment before achieving full-timegular employment status, no accrued

vacation/annual leave is available and the emplayi@&ot be paid for any vacation leave.

Vacation/annual leave can be used in minimum inerégmof one quarter (1/4) hour. To take
vacation/annual leave, employees shall submit\zeleaquest to their supervisor and receive
approval of the request before taking the leaveqursts for three (3) days vacation/annual
leave, or less, should be submitted at least {8)emalendar days in advance. Requests for more
than three (3) days vacation/annual leave shousdibmiitted at least seven (7) calendar days in
advance. Employees are encouraged to give as adw@nce notice as possible regarding
desired leave time. Unscheduled vacation/annom will be handled on a case by case basis
and must be approved by the immediate superviS@cation/annual leave requests will be
considered, but not necessarily approved, basestloeduled operational needs and staffing
requirements as determined by the employee's ssper department head.

Vacation/annual leave may accumulate to a maximbuthiay (30) days. Any total accrued



vacation/annual leave over thirty (30) days akthe of any calendar quarter will be forfeited by
the employee. Vacation/annual leave will not aedfuan employee is not working due to
extended sick leave/disability, any type of suspmmsor any type of leave without pay.

Employees shall be responsible to be aware of thaire balance, and should consult their

supervisor or Administrative Services, to valid@@ve records.

Upon termination of employment, employees will beddor unused vacation/annual leave that
has been earned through the last day of work. Meky¢éhe County requires at least ten (10)
working days written resignation notice from a gesng employee and may deduct one day of
available vacation/annual leave for each day leas the required notice given. The County
Manager, considering extenuating circumstances stiasider exceptions to these criteria for

the earning, use, and payment of vacation/annaakle

HOLIDAYS

Subject to annual approval by the County Coukinty employees follow a Holiday Leave
Schedule published at the beginning of each cateystr. Advance Life Support, Airport,
Sheriff's Department, Detention Center, Emergen@n&fjement and County Recreational
Facilities employees shall receive an equivalenowarh of holiday leave but will observe
holidays in accordance with work schedules estiadtidy their respective departments. The
Holiday Leave Schedule cannot be modified withowgtr@pproval of the appropriate supervisor.
Holidays cannot be carried over from year to wedhout prior written approval from the

County Manager.

Holiday pay will be the same as the employee's pagerate as of the date of the holiday.
Overtime or compensatory time earned on a holitaif be at the same rate as earned on a non-

holiday. Paid time off for holidays will be coudteas hours worked for the purposes of



determining whether overtime pay is owed.

If a scheduled holiday falls during an employep|sraved absence (i.e., vacation/annual leave,

sick leave), the employee will not be charged leavéhe holiday.

SICK LEAVE

The County provides paid sick leave benefits ttuitime, permanent employees for periods of
temporary absence due to illnesses or injurieiglitid employees will accrue sick leave benefits
at the rate of ten days per year/.83 of a daydrBAnniversary month) for every full month of

service, which is credited on the first day of guaonth. Sick leave benefits accrue indefinitely

from the date of hire.

Sick leave benefits are intended solely to prou®me protection in the event of illness or
injury, and may not be used for any other absei&iek leave is a valuable employee benefit
which should be conserved and used only as neges&ick leave will not accrue if any

employee is not working due to extended illnesshiligies, any type of suspension or any type

of leave without pay.

Sick leave will be granted in quarter (1/4) howraments. If an employee's sick leave balance
falls below zero at the end of any calendar mah#hnegative balance will be deducted from the
employee's annual leave balance. If the emplogsenb accrued annual leave, the sick leave
will be without pay unless leave is advanced. Haveunapproved incidents of sick leave
without pay are not permitted and may result incigishary action up to and including

termination of employment.

Sick leave can be used by an employee for hiseootvn iliness or disability, for a death,

disability or illness in an employee’s immediatenfly, for the birth of a child, or for the



adoption of a child by an employee. Sick leavealan be used for medical appointments for
the employee and members of the immediate famiguse, child, parent only). In medical

emergencies and with the prior written approvahftbe County Manager, an employee may use
sick leave to care for a seriously ill spouse,ctbil parent. The employee may be required to

provide certification for immediate family membeagpointments.

A doctor's certificate may be required at any time department head suspects abuse of sick
leave (i.e., days called in sick before or afteekands or holidays, excessive appointments or

any identifiable pattern of absenteeism.)

The County has established the following guidelinezrder to prevent the abuse of sick leave

and to apply the program in a consistent and egjeit@anner:

1. lliness of more than three (3) consecutive workilags requires a certificate from a
licensed medical provider which authenticates teegop of illness, states that the
employee was unable to work, and verifies thetgloli the employee to safely return to

work and perform all functions of the job.

2. If an employee has eleven (11) individual siekvie days or occurrences during a
calendar year, the employee will be counseled §phher immediate supervisor as to

the consequences of sick leave abuse.

3. If an employee has twelve (12) individual sielave days or occurrences during a
revolving twelve (12) month period, the employeeynb@ subject to discipline as

outlined in the County's progressive disciplinarggedures.

4, If an employee has thirteen (13) or more individsiek leave days or occurrences during

a revolving twelve (12) month period, the emplogesy be subject to further discipline



as outlined in the County's progressive discipyiraocedures.

While the County recognizes that the above guidslare necessary to prevent the abuse of sick
leave the handling of legitimate extended instaméeness will be reviewed by the County

Manager on a case by case basis.

CONVERSION OF SICK LEAVE

County employees who are eligible to earn sickdeavd are members of the Maryland State
Retirement System may, at retirement, convert uhsgk leave into membership service credit
at a rate of twenty-two (22) days of unused sickvée which equates to one month of
membership service credit. All unused sick leavioifeited when an employee resigns or is

terminated.

EXTENDED SICK LEAVE (WITH PAY)

The County will consider requests for advanced kake with pay, on a case by case basis. If

approved, the employee must sign an Agreementafd Advancestating the number of days

the employee will be granted for advanced leave.mére than twenty (20) days of advanced
sick leave will be granted. Should the employes/éeemployment prior to repayment of
advance sick leave, any wages due the employee t@povnation of employment will be
applied towards the dollar value of the sick lebaknce. If a balance continues to be owed to
the County, the employee will remit the balance edmately upon termination. All unused sick
leave and annual leave must be exhausted befosidevation will be given to a request for
advanced sick leave with pay. The employee skealltigated to repay the advanced sick leave

as earned once the employee returns to work.

Employees will be able to donate sick leave (nomemsation allowed) to co-workers who have



a serious and prolonged medical condition. Howesiek leave can be donated only if the
donating employee will have a sick leave balancthify (30) days after the donation. An
employee may not receive more than 260 days oftddriaave over the employee’s entire

County service. All donated sick leave shall bpraped by the County Manager.

Service time will continue to accumulate during fheed advanced sick leave period, but

vacation/annual and sick leave will not accrue.

EXTENDED SICK LEAVE (WITHOUT PAY)

The provisions for continued or extended sick leaiteout pay are outlined in the Family and
Medical Leave Act Section. Employee requests figgaid extended sick leave which do not
qualify under the FMLA guidelines, will be considdron a case by case basis. If the employee's
extended absence creates a hardship for the degrartime request will be denied. All requests

for extended sick leave must be approved by thenyddanager.

THE FAMILY AND MEDICAL LEAVE ACT (FMLA)

The Family and Medical Leave Act requires the erygaido provide up to twelve (12) weeks of
unpaid, job-protected leave to "eligible" employéascertain family and medical reasons.
Employees are eligible if they have worked for @aunty for at least twelve (12) months and
have provided at least 1,250 hours of work durirggtivelve (12) month period proceeding the

start of the leave.

An eligible employee is entitled to FMLA leave {&) the birth of a child; (2) the placement of a
child for adoption or foster care; (3) the careanfemployee's seriously ill spouse, child, or
parent; or (4) the employee's own serious healtidlition that makes the employee unable to

perform his or her job functions.



EARNED OR ACCRUED PAID LEAVE WILL BE CONSIDERED IN CALCULATING EMLA

LEAVE AS FOLLOWS : Sick leave and vacation/annual leave can bizedilifor FMLA leave

involving care for an employee’s own medical coiodif care for a family member or leave
involving the birth or placement of a child. Oradepaid leave is exhausted, FMLA leave will

be unpaid.

EMPLOYEE BENEFITS DURING FMLA LEAVE

The health benefits provided the employee pridgh&oFMLA leave will be maintained during
the FMLA leave. The employee may choose not tnmdtealth coverage during FMLA leave,

but is entitled to be reinstated upon return tolwor

1. Payment of Health Care Premiums: Any sharbehealth insurance premium
which was paid by the employee prior to FMLA leaweist continue to be paid by the employee
during such leave. If the FMLA leave is paid leghe employee's share of the health insurance
premium will be deducted from the employee's pthe FMLA leave is unpaid, the employee's
premium must be remitted to the Talbot County Foea@ffice on or before the first day of each
month. If an employee fails to pay their sharéhefpremium within thirty (30) days of the due
date, the County's obligation to maintain healfumnce coverage ceases. The County may
recover from an employee the employee's shareadftheare premiums if the employee fails to
make payments. If an employee fails to return tokwupon expiration of FMLA leave, the
County will recover the full cost of health carevemage paid for the employee during the period

of unpaid FMLA leave.

2. Employees will cease to accrue vacation/annodlsick leave during unpaid
FMLA leave. Holidays will not be paid during und&MLA leave. However, service time will

continue to accumulate during unpaid FMLA leave.



3. The employee's group life insurance benefitbamihtinue, however, retirement

benefits and workers compensation insurance walsealuring unpaid FMLA leave.

EMPLOYEES RIGHTS ON RETURNING TO WORK

Upon return to work from FMLA leave, an employeeinitled to be returned to an equivalent
position in terms of pay and benefits as the eng#dyeld when the leave commenced. An

employee has no right to return to his or her sposgtion.

LEAVE NOTICE

An employee must give at least thirty (30) daysaambe notice before taking FMLA leave, if the
leave is foreseeable. If thirty (30) days notgaat practical, because of a medical emergency,

the notice must be submitted as soon as practical.

MEDICAL CERTIFICATION

If an employee requests leave to care for a sdyidLspouse, son, daughter, or parent, or due to
the employee's own serious health condition, theleyee must provide certification issued by a
licensed health care provider supporting the nee@&MLA leave. The employee has fifteen
(15) days to provide this documentation. Recesdtfon will be necessary if the employee
requests an extension of leave or if circumstadessribed in the original certification have
changed significantly, or if the County receive®rmation that casts doubt on the validity of the
certification. The County may also request an eyg® on FMLA leave to report periodically
on the employee's status and intent to return t&wban employee gives notice of his or her
intent not to return to work, the County's obligatito maintain health benefits ceases. An
employee may be eligible to continue his or heltheasurance coverage at the employee’s
expense if the employee qualifies under the Codatdd Omnibus Budget

Reconciliation Act (COBRA), which is discussed @aygp 29.



FOR ADDITIONAL INFORMATION : Contact Administrative Services for specific dietdi

information or with questions regarding the FMLA.

BEREAVEMENT LEAVE

In the event of the death of an employee's spoudald, the County will provide leave with pay
for a period not to exceed ten (10) regularly scteiworkdays. In the event of the death of an
employee’s father or mother, the County will pravidave with pay for a period not to exceed
five (5) regularly scheduled work days. In thergwa the death of an employee’s brother, sister,
mother-in-law, father-in-law, and grandparents, @winty will provide leave with pay for a

period not to exceed three (3) regularly schedulerk days.

Should the death of a blood relative not in thevabmategory occur, an employee may be given

one (1) day off with pay to attend the funeralapproved by the supervisor.

If an employee requires more bereavement leaveithgpecified, the employee may request
vacation/annual leave or sick leave. Supervisag rmaquest proof of death for approval of

bereavement leave.

JURY DUTY

The County encourages employees to fulfill thefrccresponsibilities by serving jury duty or

appearing in Court for witness duty when requiedd so.

While serving on jury duty or appearing in Courtaasubpoenaed witness, employees will
continue to receive full base salary and benefitthout charge against any leave balances,

provided they are not paid for the court orderadises. Any compensation paid by the Court



for jury or witness service, not including reimbemsent for travel, subsistence, or lodging costs,
must be remitted to the County within thirty (3@)d of completion of the service. Should such
payment for jury or witness service not be remitted County may charge the absence against
the employee's vacation/annual leave. The Countycamtinue to provide health insurance
benefits for the full term of the jury or witnesst@dabsence. Vacation/annual leave, sick leave,

and holiday benefits will continue to accrue anghbgl during authorized service absences.

Employees must show the jury duty summons or sutptzetheir supervisor as soon as possible
so that work schedule arrangements to accommdugiteabsence can be suitably coordinated.
Employees assigned to jury or witness duty are @epido report for work whenever the Court

schedule permits.
Where the public interest or safety requires tiha¢mployee not be absent from employment
duties, the Department Head may request the Coestduse the employee from assigned jury

service.

COURT SUBPOENAS

If subpoenaed, immediate notice must be giverhéoappropriate supervisor. A full-time

employee who is summoned by subpoena to appeauitighall be permitted to be absent from
work, as required by such subpoena, without logsagfand without charge to sick leave or
vacation/annual leave. If appearance is due tgyelegainst employee, then the employee will

not be paid but may chose to use vacation/annaatle

If an employee is paid for these services as aasgnthen such absence must be charged against
vacation/annual leave. If the employee does net Bafficient leave to cover such absence, a

leave of absence without pay will be granted. Thenty, in turn, expects employees to report



to work on days when they are not called or areisxd early.

MILITARY LEAVE

An employee who is a member of the U.S. Armed FRofBegular or Reserves) shall be entitled
to leave for military training for a period notesceed fifteen (15) days annually without loss of
pay or charge against any vacation/annual leav@weder, paid military leave is not a legal
requirement and may be rescinded at any time. Mpl@/ee must be on permanent full-time
status to qualify for paid military leave. If amployee is called for extended active duty, the
employee's pay will cease after fifteen (15) wogkilays. Health, life insurance and retirement
benefits will continue to be provided to the emgleyhowever, the employee must pay for any
share of the health insurance premium which was Ipathe employee prior to military leave.
The employee's premium must be remitted to theof&bunty Finance Office on or before the
first day of each month. If an employee fails &y their share of the premium within thirty (30)

days of the due date, the County's obligation tontaen health insurance coverage ceases.

PERSONAL LEAVE OF ABSENCE (NON-MEDICAL OR FMLA RELA TED)

Request for extended personal leave (leave tha dotequalify for FMLA leave), must be
submitted in writing to Administrative Services anil be submitted to the County Manager.
The employee must be a full-time employee and mxisaust all vacation/annual leave before

the employee will be given consideration for thartg of personal leave of absence.

Personal Leave of Absence requests (LOA) shalubengted to Administrative Services, at
least thirty (30) days in advance, or as soon asiple before the date of the leave. A personal
LOA may be granted for a period of up to sixty (6@)endar days. Consideration will be given

to a written request for a single extension of maoire than thirty (30) calendar days. With



approval, an employee may take any accrued vadational leave as part of the approved
period of personal LOA, but may not take sick ledweing a period of personal LOA. A
personal LOA will not be available as an extensibther unpaid LOA approvals, such as

family leave or medical leave.

Requests for personal LOA will be evaluated basea mumber of factors, including anticipated
work load requirements and staffing consideratahumsng the proposed period of absence.

Subject to the terms, conditions, and limitatiohthe applicable plans, the County will continue
to provide health insurance benefits for the fellipd of the approved personal LOA provided

the employee pays the employee's share of thehhaalirance premium.

Service time will continue to accumulate duringasproved personal LOA period. Benefit
accruals of vacation/annual and sick leave wilsbspended during the LOA and will resume

upon return to active employment.
When a personal LOA ends, every reasonable efitirbezmade to return the employee to the
same position, if it is available, or to a simitarailable position for which the employee is

qgualified. However, the County cannot guarant@gstatement in all cases.

If an employee fails to report to work promptlytla¢ expiration of the approved personal LOA

period, the County will assume the employee hagmesd.

EMERGENCY CLOSINGS (LIBERAL LEAVE)

At times, emergencies such as severe weather, fiioeger or utility failures, or other adverse
conditions can disrupt County operations. Couffiges and departments shall remain open for

the full scheduled work day unless authorizatiarcfosing, or early closing, or other deviation



is received from the County Manager. All departtaemd offices will be given notice of any
authorized closing or early closings via appropriatiblic media and other means available.
Employees who leave work before an official ealbgmg time, as well as those employees who
report for work late or do not report for work alf, avill be required to use earned
vacation/annual leave or leave without pay for daysours taken. If only one facility or work
station is affected by an emergency conditionf arlimited closing is announced, only those
employees assigned to that facility or work statiolh be affected, while all other employees
shall be expected to report to work as usual. liberal leave policy is announced without
closure of facilities, employees not reporting torkvwill be allowed to use vacation/annual
leave for the absence, though all employees aezlitgmake every reasonable effort to report
for duty. If the employee does not have any actuseation/annual leave or does not wish to

use vacation/annual leave, the employee must kekBrhe off without pay.

Employees in essential operations or providing gerery services must report to work on a day
when operations are officially closed. In thesewmnstances, employees who work will receive
regular pay for service during their regular stafid overtime pay, as applicable, for additional

service.

HEALTH AND DENTAL INSURANCE

Effective the first day of the month following tlate of hire, full-time employees, including
incumbent elected officials, are entitled to heaht dental insurance coverage. Available plans
currently include individual, parent/child, husbamifie or family coverage for Blue Cross/Blue

Shield Traditional or the Delmarva Health Maintece®rganization.

The highest cost for each coverage plan is ustttdmmse to calculate the County's contributions

to insurance premiums. The County pays 90% ofdis¢ of an individual plan and 85% of the



cost for husband/wife, parent/child, or full famdgverage.

If the employee does not need medical coveragaiseda or she has health insurance coverage
elsewhere, then he/she may waive coverage und€dhety plan and receive $600 per year
payable in equal installments with your regularneiekly paycheck. The employee will be
required to provide proof of other coverage befbre“opt-out payment” will be approved by

Administrative Services. This option is not avhi&ato elected officials.
Details of each health and dental insurance phahiding specific coverage schedules and the
employee's cost, are provided with the new hireormbtion packet, or available at

Administrative Services.

HEALTH INSURANCE BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconichaict (COBRA) gives employees and
their qualified dependents the opportunity to amndi health insurance coverage under the
County's health plan when a "qualifying event" vebnbrmally result in the loss of eligibility.
Some common qualifying events are resignation, iteation of employment, death of an
employee, a reduction in an employee's hours eawel of absence, an employee's divorce or

legal separation, and a dependent child no longeting eligibility requirements.

Under COBRA, the employee or dependent pays thedat of coverage at the County's group
rates plus an administrative fee of two (2) percdie County provides each eligible employee
or beneficiary with a written notice describinglrig and obligations under COBRA, including
eligible coverage under the County's health insteggolan. Length of participation under

COBRA will be in accordance with Federal Guidelines



WORKER'S COMPENSATION INSURANCE

The County provides a comprehensive worker's cosgiém insurance program at no cost to
employees. This program covers any injury or gksustained in the course of employment that
requires medical, surgical, or hospital treatmebject to applicable legal requirements, and
with the approval of the County Worker's Compemsatinsurance Carrier, worker’s
compensation insurance provides benefits afteroa staiting period or immediately, if the

employee is hospitalized.

Employees who sustain work-related injuries oredises should inform their supervisor
immediately. No matter how minor an on-the-jolungjmay appear, it is considered important

and the employee is to see that it be reported ohatedy.
Neither the County nor the County's insurance eawill be liable for the payment of worker's
compensation benefits for injuries that occur dyan employee's voluntary participation in any

off-duty recreational, social, or athletic activgonsored by the County.

BLOOD BANK

Membership in the Group Blood Bank is an optiorexidfit available to permanent, full-time
employees. Membership costs are $5.00 per yeaarmnbilled by the Finance Office on an

annual basis.

CREDIT UNION

The services of the State Employees Credit UniorMafyland are available to County
employees. Programs available through the Cradtinclude but are not limited to secured

loans, IRA's, checking accounts, and savings plans.



LIFE INSURANCE

Life insurance coverage is available to all actnegular full-time employees. Each eligible
employee receives life insurance benefit coverfagayhich premiums are paid by the County,
on the first day of the month following the datéhot. The amount of the coverage is equal to

the employee's annual salary, with said coverageylwmubled for accidental death.

RETIREMENT BENEFITS

The County participates in the Maryland State Eiygds Retirement System. Employees are
vested in the Pension or Retirement Plan after(6ygears of service. As part of this program,
if an employee dies after one year of servicegetheloyee’s beneficiary(s) receives monetary
compensation equal to one (1) year of the emplgysadary. Retirees are also eligible for term
life insurance, which is paid by the County anelgsal to one (1) time the annual salary in affect
at the time of retirement (maximum of $200,000&tiRRes are not eligible for Accidental Death
and Dismemberment Insurance. Employees are urgauhtact Administrative Services or the
Maryland State Retirement Agency or refer to thailable manuals for more detailed
information regarding retirement benefits under 8tate Retirement and Pension System
program. The objectives of this program are torgot@e you income when you retire and to

help provide for the welfare of your dependents.

A retiree who meets the Maryland State Retiremgste®n qualifications for full retirement
benefits may remain on the County's health inswancollment if the employee has completed
at least five (5) years of employment with the Gguat the time of retirement. If an employee
has sixteen (16) or more years of time in serviitke thie County, the County will pay 66.66% of
the health insurance cost. If an employee hadhesssixteen (16) years of time in service, the

County subsidy of health insurance premiums is cedwne sixteenth (1/ffor each year



under sixteen (16) years of time in service. Apkayee's spouse will be eligible for continued
health insurance benefits after the employee'shdeaaccordance with the Maryland State

Retirement & Pension System Plans.

PUBLIC EMPLOYEE 457 DEFERRED COMPENSATION PLAN

The County offers a 457 Deferred Compensation Rhdmch permits the employee, on a
voluntary basis, to authorize a portion of the eayeé’s salary to be withheld and invested for
payment to the employee at a later date. Neitieicontributed amount nor any investment
earnings are subject to current federal and stateme taxes. Taxes become payable when the
deferred income plus earnings are distributedacethployee, generally at retirement when the
employee may be in a lower income tax bracket aibgest to payment of less taxes. Under
Section 457 of the Internal Revenue Code, Defe@ethpensation Plans were established to
enable public employees to save towards retiremigmpre-tax dollars. Detailed information is

available in Administrative Services.



SALARY PLAN

The compensation of County employees is adminstareugh a Salary Plan, which is designed
to attract and retain skilled employees who withpde the quality of service that the public

expects and deserves. The County seeks to equitalnipensate all County employees. An
effortis made on an on-going basis to insure@mainty government salaries compare favorably
for comparable work with those of other public @nidate sector employees in the region. The
salaries for different job classifications in theudty Salary Plan reflect differences in

qualifications, duties, and responsibilities, amd based on the principle of equal pay for
comparable work. All full-time employees are paéqual bi-weekly installments based on an

annual salary, to provide a constant, stable income

The County Salary Plan covers both full-time and-peme employees. The following is a

description of the County's pay program.

Full-time Employees

Full-time employees are defined as employees wiaemployed normally for eighty (80) hours
per pay period and fifty-two (52) weeks a year| fAll-time employees are paid on a salary
basis. Employees in non-exempt positions, as mé@ted by the Fair Labor Standards Act, are
compensated for hours worked in excess of themabforty (40) hour work week by overtime
pay. Sick leave is not considered in calculatimgrome pay. Overtime pay is earned at a rate of
one and one half (1 %2) hours for each overtime tmamuked. All overtime must be authorized or
pre-approved by the immediate supervisor. Empyeeexempt positions (excluding
department heads) may receive compensation foshearked in excess of their normal forty
(40) hour work week. Compensatory time, with tppraval of the department head, will be

granted based on one (1) hour worked equals onlkeo{d) compensatory time. Department



heads may be eligible for compensatory time atdiseretion and approval of the County

Manager.

A grade and step salary schedule for full-time @yges has been established and adopted by the
Talbot County Council. When hired, each full-tisraployee is slotted in the appropriate grade
and step, based on the recommendation of the DepatrtHead and approval of the County
Manager. Employees are eligible to receive a stegease in accordance with the following

schedule:

1. Employees hired between July 1st and DeceBibreceive a step increment the
following July T*.
2. Employees hired between January 1st and Juhee88ive a step increment the

following January L

Full-time employees who receive an annual perfomaavaluation of satisfactory or better, are
eligible to receive a step increase, accordingeéabove schedule, in each year in which funding
is approved by the County Council in the Annual getchnd Appropriation Ordinance. Once an
employee reaches the highest step in the gradeo#h®f living adjustment is the only increase

available.

Cost of living adjustments, if approved by the Ciyu@ouncil, are granted to all full-time

employees on July*lof each year.

If an employee is promoted to a position in a higirade, the employee will be placed in the
lowest step of the higher grade which providesfoincrease of at least 6% over the employee's
pre-promotion salary, unless directed otherwiseth®y County Council during the budget

process.



If a position is changed from one classificatiomamother classification in a higher salary grade,
the employee's compensation upon such reclassificatill be in accordance with the rule

governing promotions or as authorized by the Co@ayncil during the budget process.

If a position is changed from one classificatiomtmther classification in a lower salary grade,
the employee's grade will be lowered to that ofibes classification. The employee will

remain in the same step that they were assignededtife reclassification.

If an employee is demoted, the employee will begagsl a step in the lower salary grade based

on the recommendation of the department head gmaead of the County Manager.

When an employee's classification and grade aregdthfor any of the reasons mentioned
above, future step increments will be granted coetance with the above schedule (July 1 or
January 1), substituting the reclassification datéhe hire date. However, the January and July
step increments may not change due to any restmgtor reclassification of salary grades the

County Council authorizes during the budget process

I. Part-time Employees

Part-time employees are defined as employees venenaployed for less than forty (40) hours a
week and/or less than fifty-two (52) weeks per y8drey are paid on an hourly basis and are not
eligible for County benefits, however some parteiemployees may be eligible to participate in

the Maryland State Retirement and Pension SystamsP|

A list of part-time positions and salary ranges Ib@sn established and approved by the Talbot
County Council. Department heads may submit pak-salary recommendations to the County
Council during the departmental budget presentatid®ay increases for part-time employees

will be granted only once in a twelve (12) monthipe, if approved by the County Manager.



[l. Salary Plan Exceptions

If a Department Head determines that unusual cistantes warrant consideration of an
exception to a provision of this Salary Plan, aten request may be submitted to the County
Manager. No exceptions to this Plan will be grdntgthout prior written approval from the

County Manager.

V. Salary Plan Review

The County's salary scale and classification sdeeda reviewed periodically for comparison to
current local employment market conditions. Japomsibilities are also periodically surveyed
to insure that the County is paying comparable wdge comparable work. If the County

Council determines that modifications to the saktrycture are warranted or that positions
should be reclassified, and if funding is approlgdhe County Council, adjustments will take

effect July ' of each year.

PAYDAYS

All full-time employees are normally paid by direlgposit in equal, biweekly installments based
on annual salary. Pay stubs will include earnfogall work performed through the end of the
previous payroll period, which is through the Fyigaior to the Friday payday. In the event that
a regularly scheduled payday falls on a holidayplegees will be paid on the last day of work

before the regularly scheduled payday.

ADMINISTRATIVE PAY CORRECTIONS

The County takes all reasonable steps to ensurertif@loyees receive the correct amount of pay



in each paycheck and that employees are paid phpopthe scheduled payday. In the unlikely
event that there is an error in the pay calculattbe employee should promptly bring the
discrepancy to the attention of the supervisorhsd torrections can be made as quickly as

possible.

AMENDMENT AND TERMINATION

The County Council reserves the right, within tltkgcretion, to terminate policy guidelines or
to modify, amend, or change the provisions, temascanditions of the Salary Plan guidelines at

any time without prior notification to employees.



RECORDS

PERFORMANCE EVALUATION

Performance evaluation is the process of obserand reviewing work performance,
recognizing outstanding and superior performangentifying needs for improvement, and
working with employees to improve their effectiveaand efficiency to maximize the use of
their knowledge, skills and abilities. Formal perhance evaluations are conducted to provide
both supervisors and employees the opportunityigouds job tasks, identify and correct
weaknesses, encourage and recognize strengthdisands positive, purposeful approaches for
meeting goals. Performance evaluation is a coatiagprocess. There should be an ongoing
exchange of expectations between the employeeupehgsor about work requirements and
what is needed to assure that standards are meéen&sors and employees are strongly

encouraged to discuss job performance and goas amformal, day-to-day basis.

The County has established and maintains a Perfmen&valuation Program for all

classifications of employees. This program isnde to:

- Provide a record of employee development andk\werformance.

- Promote a common understanding of individu&dse work objectives and standards of
acceptable performance.

- Provide employees with feedback as to how thelsupervisor feels the employee is meeting
expectations.

- Suggest the specific courses of action the eyegl can take in order to meet or exceed
expectations.

- Provide supervisors with feedback as to how taa help employees in their personal growth
and development.

- Set objectives for future performance.



An interim evaluation shall be conducted after ¢hf& months of service or three (3) months

after a promotion, demotion or classification cheng

A formal performance evaluation shall be conduetgdin two (2) weeks prior to the end of an
employee's six (6) month probationary period in a@eyv position. If the evaluation is
satisfactory or better, regular full-time employrhstatus in the position will commence. This
period allows the supervisor and employee timesicuss the job responsibilities, standards, and

performance requirements of the new position.

The performance of all employees is generally eataldion an annual basis in the Spring of each
year. Interim evaluations may be conducted atdikeretion of the supervisor to document

special performance problems or achievements.

The department head, considering the recommendatibthe immediate supervisor, shall
prepare performance evaluations. Written justiftca is required with any performance
evaluation that records an overall performancagabove or below satisfactory. Performance
evaluations shall be reviewed with the employe¢hieydepartment head. Employees will be
asked to sign evaluations as an acknowledgemeinththavaluation has been reviewed with
them and that they received a copy for their owsor@. Such acknowledgement does not
constitute acceptance of, or agreement with, thiation. Completed evaluation forms will be
forwarded to the County Manager and will becomara@f the employee's permanent personnel

file, maintained in Administrative Services.

If an employee receives an overall evaluation t§fectory or better, she or he will be eligible

for a step increment increase according to theigians of the salary plan in effect.

Promotions and merit based pay adjustments areladary the County in an effort to select the



most qualified people for available employment apgsor employment reclassifications and to
recognize superior employee performance. Priotho annual budget process a written
justification from the department head must accampa employee's performance evaluation if
a request is submitted for the employee's positidie upgraded due to additional duties, or the

employee is to receive a two (2) step increaseetiebdue to superior overall performance.

Employees who receive an overall evaluation ofdseeprovement” or "unsatisfactory” are not
eligible for a step increase, promotion, upgragethssification, or merit pay adjustment for the
upcoming fiscal year. If the performance evaluaisounsatisfactory, the department head shall
submit written documentation of the performancéctgiicies and proposed corrective action. In
both cases, the employee will be placed on tempg@rabationary status for a period of ninety
(90) days to resolve the performance deficiendgrafhich another performance evaluation
shall be performed. If the employee's performamae improved to a satisfactory or better
overall rating through the ninety (90) day proba#ry period, the employee will be considered
for a step increment. If the employee's perforreasstill deemed unsatisfactory, the employee

will be dismissed from County employment.

PERSONNEL DATA CHANGES

It is the responsibility of each employee to prampiotify the County of any changes in
personnel data. Personal mailing addresses, talephumbers, names and number of
dependents, individuals to be contacted in thetesfean emergency, beneficiaries, educational
accomplishments, and other such status informationld be accurate and current at all times.
Additionally, any actions relating to, or affectirgmployment classification or status will be
documented in each employee's personnel file. cAlinges in personnel data shall be

coordinated through Administrative Services.



ACCESS TO PERSONNEL FILES

The County maintains a personnel file on each eyeglo The personnel file includes the
employee's job application, resume, records afitigi documentation of performance appraisals

and salary increases, and other employment records.

Personnel files are the property of the County, acwkss to the information they contain is

restricted.

Generally, only supervisors and management persafriee County who have a legitimate

reason to review information in a file are allovtedio so.
Employees who wish to review their own file shoatthtact Administrative Services. With
reasonable advance notice, employees may reviewawe personnel files in the County's

offices and in the presence of an individual apfgairby the County to maintain the files.

ATTENDANCE RECORDS

All department heads and supervisors have a redplitygo ensure that the attendance records
of County employees are administered on an eqeitadsis consistent with the County leave
policies. All absences will be recorded by typeg anonthly calendars will be prepared and
submitted to the appropriate supervisor. A copgath employee's leave calendar must be

forwarded to Administrative Services on a quartedgis.



RULES AND CONDITIONS

SAFETY

In the interest of providing a safe and healthykvenvironment for employees, clients, and
visitors, the County has established a workplate&ysarogram. This program is a top priority
for the County. The Talbot County Safety Committdeected by the Safety Officer, has
responsibility for implementing, administering, nitoning, and evaluating the County safety
program, and to insure that all County workplaagesim compliance with applicable state and
federal safety regulations. The success of thgram depends on the alertness and personal

commitment to safety by each department head, gigperand all employees.

The Safety Officer provides information to employabout workplace safety and health issues
through regular internal communication channelfisiscdepartment advisories, bulletin board
postings, memorandums, special training exercees,informational seminars. The Safety
Committee, comprised of representatives from sé@anty departments, has been established
to assist in these activities and to facilitateeetive communication between employees and

management about workplace safety and health issues

Employees and supervisors receive periodic worlgdadety training, coordinated by the Safety
Officer. Certain training exercises, mandatediay; relate to potential safety and health hazards
and safe work practices and procedures to elimioatminimize hazards. Other training
exercises, such as CPR instruction, are offeradsasvice available to employees on a voluntary
basis. It is the policy of the County to accomntedeluntary safety training opportunities to

the greatest extent possible within the demandiseoivorking schedule of each department.

Each employee is expected to obey safety ruled@mesercise caution in all work activities.



Employees should report unsafe working conditiornthié supervisor. Employees who violate
safety standards, who cause hazardous or danggtoasons, or who fail to report or, where
appropriate, remedy such situations, may be sutmetisciplinary action, up to and including
termination of employment. All inquiries or rep®dn safety issues can be made without fear of

reprisal.

Some of the best safety improvement ideas come foamployees. Those with ideas or
suggestions for improved safety in the workplace @mcouraged to raise them with their

supervisor, or bring them to the attention of tlaéeg/ Officer.

In the case of accidents that result in injury,areéess of how insignificant the injury may
appear, employees should immediately notify theresvisor. Such reports are necessary to
comply with policies and regulations pertainingigurance and worker's compensation benefits

procedures.

WORK SCHEDULES

All County Offices and Facilities will be open tetpublic from 8:00 a.m. to 5:00 p.m., Monday
through Friday. Some County Offices and Facilitresy be open at other hours depending on
the function or service provided. Public safetyspanel, including the staffs of the Advance
Life Support, Airport, Emergency Management Agettlog, Sheriff's Office, and the Detention
Center, are required to provide services on aoatis basis and shall work scheduled hours as
recommended by their department heads and as apbgthe County Manager. Employees at
County recreational facilities and the Roads Depant are required to work according to work

schedules recommended by their department headssaaygproved by the County Manager.

Department heads or supervisors are responsibladequate staffing and work scheduling



during all hours that their respective offices acilities are open. Supervisors shall advise
employees of the times their schedules will noryradigin and end and the time and duration of
lunch periods. Staffing needs and operational aeisiancluding emergency responses, may
necessitate variations in starting and ending tirslei$t work, and variations in the total hours

that may be scheduled during a work day or workkwee

Flextime scheduling is available on a limited bagisaccommodate employees’ personal or
educational needs, if the working requirements stadfing needs during the department's
business hours are adequately met. Flextime sthgdshall be at the discretion of the

department head, subject to approval by the Cddatyager, and will be restricted to not more
than two (2) hours variation from the normal busgéours. Under no circumstances may

flextime scheduling result in any employee workiegs than the work requirement.

LUNCH AND BREAK PERIODS

All full-time employees are provided with a luncerd of not more than sixty (60) minutes
and not less than thirty (30) minutes in length éach regular workday or shift period.
Supervisors will schedule lunch periods to accomat®aperating requirements. Employees
will be relieved of all active responsibilities arebtrictions during lunch periods and will not be

compensated for that time.

Each workday, employees will be provided with t\@p ljreak periods, in addition to the lunch
period. Breaks shall not exceed ten (10) minutésrigth and shall be scheduled by supervisors
to accommodate operating requirements. To theegtessible, rest periods will be provided in
the middle of work periods. Since this time ismt@a and paid as time worked, employees must

not be absent from their work or duty stations Inelythe allotted break period.



ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environm#ém, County expects employees to be
reliable and punctual in reporting for scheduledky Repeated absenteeism and tardiness place
a burden on other employees and on the Countynstances when employees cannot avoid
being late to work or are unable to work as schetiuhey should notify their supervisor as soon

as possible in advance of the anticipated tardiaeabsence.

Employees are responsible to monitor their bereéive balances and use their leaves in
accordance with stated policies. Leave and attezedegecords, documenting all scheduled and
unscheduled leaves and absences and leave baksimaelse maintained in each department and
submitted to Administrative Services each calendarter, following employee verification of

the accuracy of the records. Employees shouldacotiteir supervisor or department head, or

Administrative Services, for information pertainitgytheir leave and attendance records.

Poor attendance, excessive tardiness, and ables/efbenefits are disruptive and may lead to

disciplinary action, up to and including terminatiof employment.

PERSONAL APPEARANCE

Dress, grooming, and personal cleanliness standardsbute to the morale of all employees

and affect the business image the County preseni®tpublic, clients, and visitors.

During business hours, employees are expecte@gsept a clean, neat appearance and to dress
according to the requirements of their positiorgs\aark environment. Articles of clothing must
be neat, clean, in good taste, and not constitsédedy or health hazard. Employees who appear

for work inappropriately dressed will be sent hdmg¢he department head and directed to return



to work in proper attire. Under such circumstaneesployees will not be compensated for the

time away from work.

Special attire or gear issued for weather protaaticssafety reasons shall be worn according to
the policies of the department. Failure to congolyld result in dismissal from a work activity

with loss of pay.

SMOKING

State of Maryland regulations require that all emgpts ensure that there is no smoking in
enclosed workplaces. The definition of "enclosextkplace" includes all indoor areas of all
County facilities and vehicles (when a vehicleasupied by more than one person). In keeping
with the County's intent to provide a safe and théall work environment for employees,
smoking is prohibited in the County workplace ircaclance with the State of Maryland

regulations.

This policy applies equally to all employees, dgrand visitors.

USE OF COMMUNICATION AND MAIL SYSTEMS

Employees should practice discretion in using Cpteiephones for personal business. Personal
calls should be limited to urgent matters or emeecgs requiring immediate attention.
Employees shall advise their supervisor of necggsansonal long distance or toll calls and are

required to reimburse the County for charges.

Use of County FAX equipment and copying machineasikhbe restricted to County business.

However, employees may use these machines formpnsse if approved by the supervisor and



must reimburse the County for the expense.

The County mail system is reserved for businespgaas only, and County paid postage shall
not be utilized for sending or receiving personalilmat the workplace. Employees who are
found to have used the County system for persosalwill be required to reimburse the
expenses and will be subject to disciplinary actign to and including termination of

employment.

Use of County owned fixed base and mobile radioroamication equipment is limited to work
related or administrative issues, including persemeergency contacts as necessary, and shall be
as short and to the point as possible. Extraneocasual conversation shall be avoided. Foul,
hostile, or argumentative language will not be ratlied over radio air, and employees who
violate this policy will be subject to disciplinagction up to and including termination of

employment.

COMPUTER AND E-MAIL USAGE

Computers, computer files, on-line or electronicdlimg systems, software, or other automated
systems furnished to employees are County propedyded for business use only. Employees
shall not use a password, access a file, or retr@wy stored communication without
authorization. Employees shall not use County agempresources for personal gain or
entertainment. Use of personally owned computgesys or equipment at the workplace is not
permitted without specific authorization. To eresgompliance with this policy, computer
systems usage may be monitored. Employees usirdgwloping permanent database or
document files, or other sensitive automated infdrom, are responsible to ensure that proper
security and backup systems are maintained to girobe files from inadvertent loss or

unauthorized access or alteration.



The County strives to maintain a workplace frebarfassment and sensitive to the diversity of
its employees. Therefore, the County prohibitsube of computers and computer resources in
ways that are disruptive, offensive to others,amiful to morale. For example, the display or
transmission of cartoons, sexually explicit imagesiessages is strictly prohibited. Other such
misuse includes, but is not limited to, ethnic sJuacial comments, off-color jokes, or anything
that may be construed as harassment or showirgggisct for others. Employees who violate

this policy will be subject to disciplinary actiop to and including termination of employment.

Electronic mail may not be used for any matterelated to County business.

The County purchases and licenses the use of wacmmuputer software for business purposes
and does not own the copyright to this softwarésaelated documentation. Unless authorized
by the software developer, the County does not tlaeeight to reproduce such software in

violation of copyright protection regulations. Eloyees may only use software on local area
networks or on multiple stations according to tbéveare license agreement. The County

prohibits the illegal duplication of software ansl ielated documentation.
Employees should advise their supervisor, or Adstiative Services, of violations of this
policy. Employees who violate this policy will Iseibject to disciplinary action, up to and

including termination of employment.

USE OF COUNTY EQUIPMENT AND VEHICLES

Equipment and vehicles essential in accomplistobgluties are expensive and may be difficult
to replace. When using County owned property, eggas are expected to exercise care,
perform required maintenance, and follow all opatpinstructions, safety standards, and

guidelines. Vehicles shall always be returned aft@ork assignment in a neat and reasonably



clean state, with all debris removed.

Please notify the supervisor if any equipment, mreas) tools, or vehicles appear to be damaged,
defective, or in need of repair. Prompt reportiiglamages, defects, and the need for repairs
could prevent deterioration of equipment and pdssitjury to employees or others. The

supervisor can answer any questions about an eegdaesponsibility for maintenance and care

of equipment or vehicles used on the job.

Vehicle operator checklists and mileage logs dhaltompleted as required by state or federal
law, or County department policy. This shall apfayall County owned pool or assigned

vehicles used by employees in the course of pegnom of duties.

Personal use of vehicles, or use of vehicles fgrather reason than performance of duties or
transport to and from work assignments, is probditinless specifically authorized by the

department head, or the County Manager.

Employees shall be responsible to maintain a ctuoperator's license of proper classification
for the vehicle being used. The County may rangaeduire certification of the license status
of any employee assigned to operate County vehizhesrify the proper license classification is
valid. Operation of a County vehicle without aistadnd properly classified operator's license

shall be grounds for termination of employment.

Employees charged with parking, driving, or trafficlations while operating a County owned
vehicle shall be responsible for their own disporibf the citation. Employees charged with
the cause of an accident while operating a Coumtyed vehicle shall be subject to a drug
screening as specified under the County’s Substbase Program and may be required to pay

for damages if gross negligence is determined.impeoper, careless, negligent, destructive, or



unsafe or illegal use or operation of equipmeniairicles, as well as receipt of excessive or
avoidable traffic and parking violations, is prakeil and can result in disciplinary action, up to
and including termination of employment. Employaged passengers must wear seat restraints

at all times while operating or riding in County&d vehicles.

Use of County owned equipment, vehicles, and taslifor personal reasons, or personal gain
and profit, either on or off County property, i®pibited and can result in disciplinary action,
including termination of employment. Use of Coumghicles by someone other than County

employees is strictly prohibited.

PERSONAL PROPERTY

Personal property, not necessary or authorizednguaor for the performance of work
assignments, is prohibited in the workplace. #hsproperty is brought into the workplace, it
should be secured by the employee in an assigokdrlor designated area, though the County
assumes no responsibility for its loss, theft,amdge. If the use of unnecessary or unauthorized
personal property by an employee creates a hazadhe iworkplace, affects productivity, or is
disruptive to other employees, the employee willdzpiired to remove or secure the property, or

be subject to appropriate disciplinary action.

BUSINESS TRAVEL EXPENSES

The County will reimburse employees for reasonbhbbaness travel expenses incurred while on
assignments away from the normal work locationl bAisiness travel must be approved in

advance by the County Manager.

Employees whose travel plans have been approvedissimake all travel arrangements through



their department's administration, or Administratiervices.

When approved, the actual costs of travel, meadglihg, and other expenses directly related to
accomplishing business travel objectives will bentrirsed by the County. Employees are
expected to limit expenses to reasonable amo@ash advances on expenses will not normally

be available.

Employees who are involved in an accident whiledliag on business must promptly report the
incident to their immediate supervisor. Vehiclesed, leased, or rented by the County may not

be used for personal or non-business reasons wighimu approval.

With prior approval, employees on business traweg) be accompanied by a family member or
friend, when the presence of a companion will mbérfere with successful completion of
business objectives, and when additional expensaged are paid by the employee. Generally,
employees are also permitted to combine persoaaltwith business travel, as long as time
away from work is approved in accordance with tineusl leave policy. Additional expenses

arising from such non-business travel are the resipdity of the employee.

When travel is completed, employees should subonipteted travel expense vouchers within

seven (7) calendar days. Receipts for all indigidxpenses shall accompany travel vouchers.
Employees should contact their supervisor for gusgeand assistance on procedures related to
travel arrangements, expense reports, reimbursdoreecific expenses, or any other business

travel issues.

Abuse of this business travel expenses policytinf falsifying expense reports to reflect costs
not incurred by the employee, can be grounds fsciplinary action, up to and including

termination of employment.



VISITORS IN THE WORKPLACE

To provide for the safety and security of employaed the County facilities, only persons
having business with County personnel are allowete workplace. Restricting unauthorized
visitors helps maintain safety standards, protagtsnst theft, ensures security of equipment,
protects confidential information, safeguards erygdonelfare, and avoids potential distractions
and disturbances. Accordingly, non-emergency oressential visits by friends and family
members of employees is discouraged. Uninvitathscheduled solicitation of products and

services is prohibited.

All visitors should enter County facilities at aeption area, or be met by the employee with
whom the visit is scheduled. Persons having basimath County personnel will receive
directions or be escorted to their destination. pyyees are responsible for the conduct and

safety of their visitors.

If an unauthorized individual is observed on Coumtgmises, employees should direct the

individual to their point of destination, or, if cessary, notify their supervisor.

SOLICITATION

In an effort to assure a productive and harmonmark environment, persons not employed by

the County may not solicit or distribute literatimehe workplace at any time for any purpose.

The County recognizes that employees may haveesttein events and organizations outside the
workplace. However, employees may not solicit stribute literature concerning these

activities during working time or at the workplace.



In addition, the posting of written solicitationis Gounty bulletin boards is prohibited. Bulletin
boards are reserved for official communicationsardong employment or public issues. All

documents shall be approved by the department pré@cto posting.

RECYCLING

The County supports environmental awareness byeaging recycling and waste management
in its business practices and operating procedurbas support includes a commitment to the
purchase, use and disposal of products and matémial manner that will best utilize natural

resources and minimize any negative impact ondhii's environment.



CONDUCT AND RESOLUTION

EMPLOYEE CONDUCT

To ensure orderly operations and provide the bessiple work environment, the County
expects employees to follow standards of condattvthil protect the interests and safety of all
employees and the organization.

It is not possible to list all the forms of behavibat are considered unacceptable in the
workplace. The following is a non-inclusive ligjiof examples of infractions of rules of
conduct and employment, or circumstances, thatresylt in a disciplinary or personnel action,
up to and including termination of employment wiesetimside or outside of the workplace.

* Incompetence or gross inefficiency in the perforoaof duties.

* Insubordination, disrespectful conduct toward aesuigor, or failure or refusal to comply
with the assignment of a supervisor.

* Untruthful statements, willful or negligent falgifition of timesheets, reports, records, or
other fraudulent behavior detrimental, or potelytdétrimental, to the County, the public, or
co-workers.

» Excessive lateness or absenteeism, absence frdgplace or duty station without notice, or
abuse of leave benefits.

» Excessive attention to personal business or afféike on duty as a County employee.

* Engagement in any private endeavor in conflict v@thunty business, ethical policy, or
operations.

» Acceptance of any service, benefit, or item of gaBuch as a loan or discount not available
to the general public, received directly or indihgfrom any person, firm, or corporation, for
the implied or perceived expectation of favorabfiience or preferential treatment from the
employee.

* Inappropriate, unlawful, or unauthorized solicbator influence for political or ideological
purposes or personal gain, including ticket sglesting of advertisements, circulation of
petitions, donation requests, while on duty or gegan County business.

* Unauthorized, personal, or illegal use of teleplsoriee mail system, communications
systems and equipment, and computer systems arzhesut.

» Theft, or inappropriate use, removal, or possessid@ounty property.



Negligent or willful damage or waste of County drect-owned property, vehicles,
equipment, material, or supplies.

Unauthorized use of County property, equipmentens, supplies, vehicles, or resources
for personal gain.

Unauthorized transfer of official identification other County property.

Willful slander or malicious mischaracterizatiorcofworkers, superiors, clients, associates,
elected County officials, or public citizens.

Racial, sexual, or other unlawful or unwelcome kamaent, or failure to act to stop such
conduct in the workplace.

Offensive treatment of clients, the public, or corkers.

General misconduct or boisterous or disruptivevagtisuch as gambling, fighting, use of
abusive or obscene language, threatening violerogreating a nuisance or disturbance,
while on duty, at the workplace, or engaged in Gpbuasiness.

Use, possession, distribution, sale, or transfesrafnpairment by, alcohol or controlled or
illegal substances while on duty, at a County wtake, engaged in County business, or
operating County owned vehicles or equipment.

Possession of unauthorized or deadly weaponsyriseaor explosives while on duty or
engaged in County business.

Willful or negligent violation of safety or healthles.
Smoking in prohibited areas.

Inappropriate official or personal conduct degrgdm County classified service or general
misconduct undermining the trust in public service.

Unauthorized disclosure of confidential information

Willful, negligent, or criminal violation of Countgersonnel policies or federal, state, or
local laws, regulations, ordinances, statutesptcies in effect.

Each employee is reminded that she or he repregitsunty employees in both personal and
professional conduct. Employees should review pbkcies of this handbook or contact

Administrative Services for further information darification regarding rules of conduct and

unacceptable or inappropriate behavior at the wadep



SUBSTANCE ABUSE

The County recognizes the problem of substancesabusur society. Not only does a drug or
alcohol-impaired employee jeopardize his or her ¢walth and well-being, but also that of
others. In order to achieve and maintain a drag-fvorkplace, the County will not accept abuse
of drugs or alcohol by any employee. An employgmorting to work under the influence of
drugs or alcohol will be considered unfit to penfiohis or her duties and will be subject to
discipline, up to and including termination of elmyghent. Being under the influence, using,
possessing or selling controlled dangerous subssamtcluding alcohol, on County property, in
County vehicles, or at any time when performingisess for the County, is strictly prohibited.
Being under the influence of or using alcohol att@me during the four (4) hours prior to going

on duty also is strictly prohibited.

The County has established procedures which regjailiteemployees to submit to a breath
screening analysis to detect the presence of dleolddor a urine screening analysis to detect the
presence of controlled substances under certatnrmstances. Employees using over-the-
counter or physician prescribed medications mustybeir supervisor if there is a likelihood

that such medication could affect job performancsafdety.

All employees will be required to undergo a drud/analcohol screening in the instances set for
below:
1) As part of the pre-employment hiring processe a conditional offer of
employment has been made;
2) As part of a transfer to a position which regsidriving a County vehicle;
3) When there exists reasonable cause to beéhatan employee may be under the
influence of alcohol or controlled substanceslevbn duty;

4) Post-Accident;



5) Random;

6) Return to Duty (if an employee is to be cdesed for return to duty after testing
positive for alcohol or controlled substancesy a

7) Unannounced Follow-up Testing (under the dioexcdf a substance abuse

professional after a positive test.)

An employee who tests positive for alcohol (breatohol greater than 0.02) or controlled
substances will be immediately removed from akgedensitive functions and will be subject to
discipline, up to and including termination of emyghent. The County will make a reasonable
effort to encourage rehabilitation and avoid digaisvhen it learns of substance abuse provided
that the employee: (1) makes a serious attempidertake rehabilitation; (2) agrees to comply
with the County's policy in the future; (3) consatat follow-up testing at the employee's expense
as determined by a substance abuse professioddy esuccessfully completes a recommended

rehabilitation program.

A complete copy of the County's alcohol and drugsalpolicy is available from Administrative

Services.

UNLAWFUL HARASSMENT

The County is committed to providing a work envimemt that is free of discrimination,
hostility, and unlawful harassment. Actions, woidkes, innuendoes, or comments, based on
an individual's sex, race, ethnicity, age, disapilreligion, or any other legally protected
characteristic will not be tolerated. As an exampkrassment, both overt and subtle, in any
form of employee misconduct that is demeaning tilaer person, undermines the integrity of
the employment relationship, impedes or interfevél anyone's right to equal employment

opportunity, or creates a hostile atmosphere imihikplace, is strictly prohibited.



Any employee who wishes to report an incident atisé racial, or other unlawful harassment
should promptly relate the matter to his or heresuigor or department head. If the supervisor
or department head is unavailable, non-responsivés involved in the complaint, or the
employee believes it would be inappropriate to aonthat person, the employee should
immediately contact the Assistant County Manageif,iiecessary, the County Manager. Any
employee can raise concerns, submit complaintfdeaeports of harassment, without fear of
reprisal, unless such allegations are grossly wtanbated or willfully false, in which case the

complainant will be subject to appropriate diseiphy action.

Any department head, supervisor, or manager whorbes aware of possible sexual, racial, or
other unlawful harassment shall promptly advise @wnty Manager or Administrative

Services. Failure to act to mitigate a conditidnualawful harassment could constitute
complicity in the harassment, and subject the depart head, supervisor or manager to

appropriate disciplinary action.

All complaints and allegations of sexual, racialpther unlawful harassment will be promptly
and thoroughly investigated by the person receitlregcomplaint, or as otherwise directed by
the County Manager. All documentation of the iigzgion of a complaint of harassment shall
be confidential and shall be retained with persbnemords in Administrative Services. The
County Manager shall inform all parties, involvadi complaint and investigation of unlawful

harassment, of the outcome of the investigation.

Anyone engaging in sexual, racial, or other unldwarassment, or found to be in violation of
this policy, shall be subject to disciplinary aatioup to and including termination of

employment.



PROGRESSIVE DISCIPLINE

The purpose of this policy is to state the Counpgsition on administering equitable and

consistent discipline for unsatisfactory condudhi@ workplace.

The County's own best interest lies in ensuringtfaatment of all employees and in making
certain that disciplinary actions are prompt, umfpand impartial. The major purpose of any
disciplinary action is to correct the problem, get/recurrence, and prepare the employee for

satisfactory service in the future.

Although employment with the County is based onualtonsent and both the employee and
the County have the right to terminate employmanill”, with or without cause or advance

notice, the County may use progressive disciplinesaliscretion.

Progressive discipline means that, with respectdst disciplinary problems, the following four
steps will normally be followed in sequence forleaéfense. If more than 12 months have

passed since the last disciplinary action, thegsesavill normally start over again.

There may be serious circumstances, such as wolafilaw, violation of safety procedures,
endangerment of other employees or the publiciaasyviolation of County policies, when one
or more steps are bypassed, or in extreme sitigtiwhen termination of employment is

necessary without going through any of the progvessiscipline steps.

1. Employee CounselingWithout Formal Documentation

This disciplinary measure is in effect, a coungetiession and most frequently used for a
minor infraction or at the beginning of a perforroamproblem. It is an informal type of

discipline which requires no formal record of tloti@n.



2.

Oral Reprimand With Documentation

If a performance problem persists or there areatgal or more serious occurrences of
misconduct, the supervisor will document the peatl The employee will be informed
that further disciplinary action will result, ii¢ problem continues. A letter will be
provided by the supervisor detailing the problermd eead to or by the employee, who
will be requested to sign the letter (signatuneasmandatory). The employee will be

advised that the letter will be entered in hitier personnel file.

Written Reprimand Disciplinary Layoff

In situations where unsatisfactory conduct orgrenbince persists or when the incident
is serious, the employee will be placed on digtgol layoff without pay for a period
from one (1) to several days, depending on thewsness of the problem or the number
of recurrences. This form of discipline is desijt@ give the employee a chance to
correct the problem. The employee will be inforrtteat if the problem continues, further
disciplinary action will be initiated up to andcloding termination of employment. A
letter will be provided by the supervisor anddréaor by the employee, who will be
requested to sign the letter (signature is notdatory). The employee will be advised

that this letter will be entered in his or herqmmel file.

Termination of Employment

There will be occasions when separation from ther@y may be necessary in the event
of continued disciplinary problems, after apprafgiwarning(s), or when an extremely

serious violation of the County's rules, polick@grocedures occurs.



GRIEVANCE PROCEDURE

The County is committed to providing the best passivorking conditions for its employees.
Part of this commitment is encouraging an openfeartk atmosphere in which any problem,
complaint, suggestion, or question receives a timedponse from supervisory personnel and

management.

It is the responsibility of every supervisor angaement head to be alert to employee problems
and complaints and to attempt to resolve theseuakly as possible. It is the employee's
responsibility to bring any problems to the supgwvs attention. Since it is not always possible
to resolve grievances through direct discussionden employee and supervisor, the procedures

described below provide a clearly defined methobletmsed when such an impass arises.

DEFINITION: A grievance is defined as a cause of complayjnaib employee over the
interpretation or application of a policy, procegluule or regulation adopted by the County, or

if an employee feels they are being unfairly trdate

Step 1. If an employee has a grievance, then the emplglyeeld schedule a meeting with the
employee's immediate supervisor within five (5) king days of the cause of the complaint.
If the grievance is not resolved within three ()rking days after the meeting, the employee

may proceed to the next step.

Step 2. The grievance shall be presented in writing ®odepartment head (or the Assistant
County Manager if the complaint is against the depant head) within five (5) working days

after the meeting with the supervisor. The depantnhead shall schedule a meeting with the
employee within five (5) working days after theegat of the written grievance. The department

head may request the supervisor to be presensanéeting. The department head shall, within



five (5) working days after the conclusion of theeting, render his or her decision in writing to
the employee. In the event the employee is nadfeat with the decision of the department

head, he or she may proceed to the next step.

Step 3.Within five (5) working days after receipt of thweitten decision of the department head,
the employee may appeal in writing to the Assis@miinty Manager. The Assistant County
Manager shall schedule a meeting with the employidan five (5) working days after the

receipt of the written grievance. The Assistanudy Manager may request the supervisor
and/or the department head to be present at thenged he Assistant County Manager shall,
within five (5) working days after the conclusiori the meeting, render in writing a

recommendation or a solution to the grievancéhdfemployee is not satisfied with the decision

of the Assistant County Manager, he or she maygadd¢o the next step.

Step 4. The County Manager shall schedule a conferentie tiwe employee within five (5)
working days after receipt of a written appeal frihta employee. The County Manager may
request the supervisor, department head and/ds$istant County Manager be present at the
meeting. The County Manager shall, within five \fgrking days after the conclusion of the
meeting, render a decision in writing to all invedvparties. If the employee is not satisfied with

the decision of the County Manager, he or she magged to the next step.

Step 5. The employee may request an appointment withCikenty Council to appeal the
decision of the County Manager within five (5) wiog days after receipt of the written decision
of the County Manager. The request shall be itingriand addressed to the County Manager.
The County Manager shall schedule a conferencetivCounty Council within fifteen (15)
working days after receipt of the written grievanddée Council will review the grievance and
may request any of the involved parties to meeatisouss the complaint. The Council shall

render a decision within fifteen (15) working dafter the conclusion of the meeting. The



decision of the County Council shall be final amgding on all parties.

FAILURE TO RESPOND OR APPEAL Failure of management to respond to a grievance

submitted by an employee, within the time limits fegth in the grievance procedures steps,
shall automatically initiate the process at thetrsé@gp. Failure of an employee to submit an
appeal within the designated time limits for eatdpsshall require the submittal of a written

explanation for the delay to be submitted with @ppeal. By mutual agreement, both parties

may waive the time limits in the grievance procedur

RECORDS A written record of the review and dispositidrtlee grievance at each step of the
review process shall be prepared by the supemisodividual responsible for administering the
grievance at that step. Administrative Servicdsmaintain the official files on all grievances,

which shall be retained for two (2 ) years.

Not every problem can be resolved to everyonedd satisfaction. However, only through the
understanding and discussion of mutual problemseraployees and management develop
confidence in each other. This confidence is irtgrdrto the operation of an efficient and
harmonious work environment, and helps to ensugeyene's job security, which is the benefit

of an effective grievance procedure.



SEPARATION

It is the County's intention that service separegioccur as fairly and efficiently as possiblehwit
appropriate advance written notice, and in the ingstests of all parties concerned. The process
of separation shall include payment of all wagee thuthe employee, less any applicable
deductions, and resolution of all due benefitspulgh the date of separation. The following
categories of service separation and procedutapgiecable to all regular full-time employment

classifications, or other employment classificasias specifically indicated:

RESIGNATION

Resignation is a voluntary act of service sepanatiitiated by the employee to terminate
employment with the County. The County requiregeast ten (10) working days written
resignation notice from a resigning employee, araly rdeduct one (1) day of available

vacation/annual leave for each day less than tingnexl notice given.

Employees who resign shall receive payment foradhtion/annual leave credit in accordance

with the leave policy, except as provided above.

Prior to an employee's departure, an exit intensball be scheduled to discuss the reasons for
resignation and the effect of the resignation onefies. A record of the interview and
documentation of any failure of the employee to plywith the resignation procedures shall be

noted in the employee's employment file.

RETIREMENT

Retirement is a special condition of resignationwhich the resignation procedures apply, and



additional considerations are addressed accorditigetretirement benefits policies. The exit
interview for retirement is very important to ensuhat all retirement benefits are correctly
coordinated. Retiring employees are urged to veaiéretirement benefits with Administrative

Services and the Maryland State Retirement Ageredlivadvance of the date of separation

from active employment.

LAYOFFE

If insufficient work or a lack of funding requiresreduction in the number of employees in a

County department, layoffs will be made by apprasfathe County Council, subject to the

following conditions:

Probationary employees, other then department healtlbe laid off before regular, full-time

employees, regardless of time in service.

Part-time and temporary employees will be laidbaffore full-time employees.

Layoffs will be determined by length of service it the same grade and department, assuming

that the relative skills of employees within thadg are comparable. The County reserves the

right to layoff a more senior worker if a workertiwvless seniority has significantly greater skill

or ability, as documented by performance evaluation

A minimum of two (2) weeks notice will be providemlan individual being laid off.

Employees who are laid off will be given prioritgresideration when County vacancies for

which they are qualified are being filled.



If an employee is laid off and becomes re-empldyethe County within five (5) years of the
layoff date of separation, the employee's sickddaalance will be reinstated. In addition, the
employee's seniority will be retained as it appieethe accumulation of vacation/annual leave

benefits and salary policies.

SUSPENSION

An employee may be suspended without pay for disafy reasons for such length of time as
recommended by the department head and approube Kounty Manager, though the period

of unpaid suspension shall not exceed seven (Rimgdays.

The request for a personnel action of suspensialh ls& submitted to the County Manager by
the department head in writing, including compled®@cumentation and dates of

incidents/occurrences, supporting suspension.
Health, dental, life insurance, and retirement benghall continue to be in effect as applicable
for an employee who is suspended. During a paef@lispension the employee shall not be

permitted access to the workplace.

If an employee is subject to disciplinary actiothin twelve (12) months following a period of

suspension, the County may immediately dismisgthployee without further action.

TERMINATION OF EMPLOYMENT

As the County and the employee maintain an “at withployment agreement, any employee in
the County service may be separated permanentitydraployment for just cause as determined

by the County.



TERMINATION OF POSITION

The County reserves the right to terminate or ahodiny position for discretionary reasons
related to funding and operational needs. Thequloe for separation under a termination
action shall be the same as for other categorisspdration, except that a grievance appeal by
the employee will not be available. Benefits shalfesolved in a termination action according

to the classification of employment.

RETURN OF COUNTY PROPERTY

Employees are responsible for items issued to theitihe County or in their possession or
control while employed, such as keys, identificati@dges, manuals, written materials, pagers,
electronic devices, protective equipment, uniforspgcial tools or equipment, vehicles, or other

items specifically needed in the performance ofesut

In the event of separation from employment, all @guroperty must be returned by the
employee on or before their last day of work. Twinty may withhold from the employee's
final paycheck the cost of any items that are etrned as required. The County may also take

all action deemed appropriate to recover or prategiroperty.

REINSTATEMENT

In the event that an employee is reinstated taiginal position, or rehired into a new position
of County service, following a separation from Ctyuservice, accrued benefits which are not
resolved or compensated for at the date of sepatatiay be available for reinstatement as

determined by the County Manager.

Questions regarding any County Policies shoulddoeessed to Administrative Services.



AMENDMENT AND TERMINATION

The County reserves the right to terminate anyllafahese policy guidelines or to modify,
amend or change the provisions, terms and condifmmthese guidelines at any time

without prior notice.



